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> THE STORY OF A MISSION 


\ thrilling account of preparations that precede and follow its 








oe 


o “take off.” and the importance of shorthand to its success 


A WAR DEPARTMENT RELEASE 








« From an Eighth Air Force Liberator Station in England 

¥ 

2 MWHIS is the story Becky Sharp Che voices drone on. The “students” s 

2 t une of Thackeray's “Vani some at erect attention, son s 

¥ i t Sgt. Becky Sharp of wn in their chairs, barely appearing t 

7 | States Women’s Army Corps, listen; but not a man in the room has 

2 ier own small way, is one of the failed to mark down indelibly i is mir 

7 g roines of this war the words spoken 

t an easy story to tell, because At last the “lessons nd. The men 

e lips of military security guard mit, and the scene changes to the airfield 

9 and because the Sergeant her Dusky figures move about in t lawn 

7 s away from t spotlight. It is Mechanics and armorers have made thei 

P umatic story at first glance, be- last-minute checks and everything is ready 

- c are no weapons in the hands tor the take-off. Another mission is on its 
Becky Sharp. Her only arms against the way. How many of those who take off wi 
my a ier pencil, her notebook, her return? That depends upon a great many 

vriter, her agile brain, and a fervid tactors—-and one of the most important 

in the job she can and must do to’ tactors is the accuracy of the instructions 

bring the war to a close. Yet. th those fliers received in the briefing roon 

; y men depend, indirectly, upon And that 1s where Sgt. Becky Shar; 
small w Wan mce more enters the story 


Becky LONG befo: 


harp, 








st tell the story of a mission—a Sharp was ans rik 
y that begins in the cold gray Eng plans ked out only a 
sh dawn at a number of airhelds through merous “¢ id been taken t 
is command, men who had been on previous miss! 
xactly the same time, at each of th« The whole business of critiques and bri 
ns in the division, “briefings” are tak ings 1S a never-ending process minis¢ 
Sleepy-looking fliers in their vf that old conundrum: Which comes first 
thes are seated in blacked-out, the egg or tl chicken? | clore i 
y lighted rooms. It looks much like a  =mussion, there must be a Obriefu and atte 
issroom picture, except for the fact that h mussion the ist be a critique. | 
ill personnel is in uniform. As the “stu- riefing is based on the critique—and the 
ts” sit there. first one “instructor” and critique is based on the results of the 
ther speaks to them from the front mission, the success of which, in turn, de 
f the room. Among the “lessons” are— pended upon the briefing. Future missions 
my flak and where to expect it,” “ene ll be planned, similarly the crit 
ny fighter opposition and where it will % the present mission 


st likely be encountered,” “enemy te 


ry and the location of objectives, 


ther und “route in and out.” 


what 


A few people know 


was expected of any 


only a very few 


Ziven MmMiissivo 


ind how we e miss net wit x] 





that 


Wkiter 





The Briefing 


tations. T| 

exception 

ficers. That 

Sharp; for she is the 
on record who w 
fore and after they 


Because of military sec 


possible to describe tl Wo 


missions when they ar¢ 


Army of 
oegt Becky 


nlisted woman 


oth de- 


cy, it is im 
rk she does on 


in the planning 


stage. It is enough to say that it is work 


“e 


rte ber. 10y 
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usted [HE minutes drag into hours, the pages 
c f shorthand n i er 





nother Mission Is 





' Tae Gaece Wrrrer, September, | bas | 
HE 


hie nt | I tudies at Peabody Col t First WAC Separate Battalion which 


g Nashville), where she received het \as getting adv to mov verseas. \Vit 
Master's degree. Later, she studied at Soulé it hesitation, s isked to have | 
Business College in New Orleans for Officer Candidate School cancelled. a: 

Tl she turned to teaching. For three s¢ ( verseas assignment instead 

irs, she was principal of the Christian 
State Junior High School in the Virgin BARRACKS life, which her friends felt 


slands. She taught at a number of places, would be too much of a change for her 
hut prior to enlisting in the Women’s Army she likes immensely. She and six oth 

Corps, she was assistant professor of Se hutmates from the same part of the coun 
tarial S nce at Eastern New Mexi trv hav a corner of the hut, more or less 


State ( ’ n Portales. New Mexic to themselves. And. no matter how late ft! 


t var brok t, she was very ttle sergeant ks, there is always tea 
» . \ lb nm the stove tor bread f toast 
il to make some contribution. Then her sometimes even si treats as fresh egg 
brother went into the Army (Capt. J. ¢ vhich have heen “borrowed” from ft 
Sharp was in Sicily at the time this story at nearby bomber stations 
vas written), and she felt that it was of l ife a a Nissen hut in England is a fa 


mportance to get into some v from lite as a llege protessor in New 


g active herself. So, in December, 1942 Mexico. But the little sergeant does not 
R enlisted in the Women’s Army Corps regret her decision to fight the war in 
it that tim th \W\ \ A ( vn way Shs ] ce not gret not h g 


B! FORE s mpleted her basic idded we could quote her on this 


is St l 
B > 4 id | d t it t t we t \ | \ st it > 
' | ’ 1 
\dmiunistrat S Is for WAC enlist One it mea 
< nel and sh vas interested in learning { 
Army taught its personne if 
‘ 7 
it A \ strat Vas lik » 
, } > > | 
’ r ‘ ques c in vas tak 
, 
: ‘ 


stationed at Camp Polk, Loutsiana, an 
later was transferred to Fort Devens. Whil 
there in Massachusetts, she was once agai 
selected f Officer Candidate School, an 


‘ ‘ ‘ 
most simultaneously. she was selecte ; 





nie 
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Potatoes + Pluck = Prosperity 
By ANNIE S. GREENWOOD, Consulting Psychologist 


S rrobably the very exposure and) =oblue i! happed with the 


a | IRTHANI an api 
~ t staff any young person can have ill winds, she had to dig potatoes day 
x ; . . ‘ ‘ 


attempting to climb the moun ifter dav until it seemed that her back 


; 


i Phere has to be ; vould break from thi nstant stooping an 


Ambitious voune men and women Then they i t be taken to market 


that shorthand training whicl When the grea igon-box was piled hig] 


terally thousands of thousands, UTTERLY wearied and discouraged one 


: ; ttain 1, x itive ‘ < ning <} lecided ¢ make ac¢ mmplete 
ns | ise they started on t shorthand inge. She would a mplish something 


| them into intimate under life! She had passed her sixteenth birth 
tar g of t policies and interests of lav in August. The potato field, with its 


— . ‘ y wu ! and paves th ndless< orimy work yf late October 


Nd il ? vf 4 | . tT 
‘ ‘ next dav she walked home, entered 
ise and calmly announced, “Mother 
AY | XIN STENSRUD,* attractive and m not going t lig nor haul potatoe 
' ing business womar sage 1 any more I'm g ng t business college ' 
Max ;s Assistant Treasure » vas letermined N thing c vuld 
‘ Ricans 1 largest real estate ng r mind Finally the ° parents 
ty S¢ oe int vreed 
s eacl 1 She had no tunds. She knew nothing ot 
s nothing mant taculatr ty life and had only e faintest idea as 
, >  @ éhenln ohare to the demands of business. But her heart 
| ; ? n 9 +. is set S ess an 4 vac . ing t 
\ crit! She was a Minr k tor it 
m girl. kept so busy indoors and 
t ( sc] line is hadly inter W ITH miv ef ig money to buy her 
S! lid not mplete the grades ticket, she put her tew clothes into a card 
vas nearly sixteer It was at ard box and went to St. Cloud. By in 
ssing sit tior but anv girl w y she soon found h vay to a business 
as to work as a farmhand knows that school and applied for admission 


tten there is not much chance for regular How much money have you?” the reg 

: | attendance. strar asked 
Vhat little pride she had that June day Maxine drew ou andkerchiet, un 
she was finally craduated from the led the carefully knot l rner and dis 


ghth grade was shattered when her played twenty-five cents, all the cash s 


t lishes < ‘bed. washed and . y must be bliss 
tended chickens and garden But where are you going to stay t 
ced t s. The days were long and ent 
i t busy sumn Fall came on and i stay where im g ' 
tatoes had t he lug In id, 1 iw We W! at about t tio} 
— ’ andl + } My tather will 1 1 1 
¢ ) < arse vy constant ‘iV ta C \\ send y la K Writ 
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1 severa nes and finally with an outstanding realty company. A 
‘ ‘ R ling tm in ' ; " n 
\ \ is W g vear or s t < gned and went t 
, = \ i \ id fo Sey : 7 the t new 
‘ during ¢ | 
t ' S UN S terests and i S gave " 
ed ft take I it ft the ‘ "7 PF St t Che s 
< g 
‘ - eatahiiea j wer e. ‘ 
was § i | ime back t $ i state mata 
] } j hy } 
re \ much te ’ lone wit ¢ 
There vas ] t I a tne ' ‘ bette Salary 
su UN os genial and Maxine Integrity. eft \ stant st 
Vas IT t i i \ N > eka * + 1) < t ft } 1 ts e¢ 
1 = | 
, ? £ . ' a . , ‘ 
studies at ind Tithe s ta cneck ments mad ? n e Va ib 
fae « oat . a’ tuitices , , af . 
V i and < was idva ika 1 i ikad 








sib tv and i eas S airy 
. / } 7 ” ' " ¥ 
1e f] ’ ’ to sent ) I s Early in 1944 isurer vas ca 
lelayed s g that w a g can = Armed Serv s and Maxine was 
she had not plet shorthand made Assistant Treasurer to fill his 
uurse. | tat lt rof nd tn ¢ ' man v ' t 
ill f ila ‘ \ i \ is | 
an addit il tarm up sta ind must have . ster as Treas 
1) ‘ me 4 ld t T ] — * 
a sek Maxi | have g T nev ; gy anv such sa 
+ } } ; d 
W ru Ca \ iS ry < exclal ahyg | ; " 
tor the seasor Che vas tu tu mext ted goand | iT ardiy 
» } ‘ no 17 
except tw ts, but the 7 on > nt 
1! 14 + sl } + 4! 
stalled an i stove and i pic il 
f an +? + ‘ty’ . 
s s. Maxi s to a ALKING it ov \ " g tha 
iO I ISecK¢ 2 itt mak she now } ld« st p ‘ . 
ing, gardenin g k ieiinit. t mai f , ty 
ait ~ ‘ 
we 1] . i ¢hat che 1 
In t Ka agreed tnat sne Maxine’s t ghts ¢ 7 \ ft } k 
should g ick yusiness s« He wer the years t : vas only mark 
bought i attractive coat and it g tin ' t Back that 
| ; , S 4 : 
t prid I art ind paid her tuition j Nov ) t 
for the ren f her training. To h twentv-fir ts, s t a strang 
s wrthar i s¢ < f \ ide 1 bookkeep 1 re. 
rihanna 1daed KKCC] tv seeking < sc ¢ g Back \ 
ng and ited subjects ‘ hitter 7 , ‘ f lost . 
: ius by t fly 1 t igain to that 
SOON after finishing, Maxi nd half vale, 
no ha 1 err t is ts scor 
g i sun 
; rl * + ’ tor en . 
day work a gS ¢ ma ¢ days and mos st nights; the 
aii  ¢ ik xa , the _ ta + XQ first part time 
+ rr tu st re thers i her , 








@ ! vork and {| 
ire business increased s , ¢ 
. ee . sistence, good 1s ss ining, and 
needed ior full-time work nstant effort marcave hereslf 
ba | + ‘ > 
Came sO lamiliar with the 
: 4 , ' Knowing t irming y 
yusiness that she was trequently sent to f today martly . ~ 
Chicag as buver : 1 | 
A , ‘ and cordia ne Ss it ird 
Consta ying, nproving every er with the dirt ar erime of the potat 


MOSSIDIC ypport ity 10 bettering herself, field And vet. it was that same potato 


held that determined er to begin her 





- : 
ert, n yne 1 ize that sh lat . 
alert, - — = oe . business training 
never even entered high school. After a Pheom writl as tafi 
, - en, With sno;rt il is I Sta S 
tew years she took a trip to Sweden, to ' ‘ 
: hildl 7 os .. regan -the march u gged moun 
the childhood home of her parents. At an , 
' : 2 i tain And s attainea 
uncles home she spent a happy summer 
rhe trip with its contacts and experiences 


did much to broaden her socially and edu This Ad’s “Hot” 

cationally. Her personality was now far 

removed from that of the girl who had s \N ENGLISH PAPER publishes this 
wearily grubbed in the potato field advertisement: “For sale: Baker’s business 
good trade; larg ven; present owner! 
; . . . 

PHE next step took her to a large mid been in it tor seven years; good reason 


western city, where she secured a position for leaving.”—Cantees Vontreal). 
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A WELCOME TO BEGINNERS 


With a few words on the early history of the shorthand art, 
and some drills to help you in penmanship as w ell as theory 


By JANET KINLEY GREGG 


i S y i s £ i 
S i t \ t ( i I t ( : it 5 we 
= st inks s t t \ sty 
t il s (yreckK 
i Mu t study the Eg symbols t 
st ta " go s cts \ y stablished 
s t y may 
. ’ 
t " PODAY \A\ av a fa Asi systen 
‘ 2 e ’ Isr « ] vas t in ; ¢ 
r vent tt s thand ( s time 
x s x i la rl ce ¢ t ‘ eas 
s ters § et st K years t 
tt \ irt ariyv t \ e 5 thar i i I 
i ts t ? S T mt six 
\ t i : S as tak aS il t s > 
ori ¢ 
stries \ gag " sent 
+ + ; ) ‘ Le 
p ict £ ‘ statis s 2 takes 
i y tra K $ i irgeciy ipon ti 
. ‘ orate +}, Lilled t e writ . ‘ stradlent nonlie< 
g t \ uined, the skilled, " stness W tudent appli 
igent \ remain I Wi navy I eit and upon t an unt I time each 
i bet ties tered t that s ‘ to spend 
\ \ s XN i i il ‘ i l | S t 4 | iS, 
5 4 £ 5 i \ 2 I is { act \r y 
SCS i t \ i i il \\ 5 rt 
s WwW tv t va i ) Kes tice i t write 
Les + ; + ; + , 
K \ \ ist ¢ 4’ ~ + y 
< s s ss t \ i 
cD ‘ 
repo, \ < s \ Hi RI ‘) Ca 
|. t \ < ; sa re s side! \ t 
* i \ \\ M4 i 5 y An 
s acy g " V easy it Is 
¥ s ves t £ t t Any i t i straight \ 
$ i ‘ \ y as git : y ( ss 
+ | +" 
t st “ i ssing i t 
s Vv ya at ide when a 
\ ’> 1) ‘ 
t iW I s tal straight 
R ~ ¢ ¢ vs t 
P ’ ’ : 
, sated : t” ba presents } 
> : 
tha als sents the words wv 
‘ i \\ LOW t 
1s ; 
. i 5s CA \ ip x 
} < . + \ wd Some ‘ + rt 
itcly ft 2 suiting i u« 
s gra Ss \ tra 1 t take wil . 
P ‘ as s tis It also presents the 
S parts sentences and ) S - : 
+ > vr; i s lg t ry ; 
1 ¢ ' ' ’ 
Ss gw Ss i tne transcripts were 
‘ 
> ‘ ‘ i> i> 
| ( | t > t T to 4 ected 
* 
. S = 
» the distinguls 1 authorities taking “& o* —_—_ — — 
art tn ad gram, | t nn: a. OW in-not: am-more 
) , , 
5 unked stior nt oO rf P . eter P . 
Plea flunked a ig e short straight line is written upward 
‘ nm . 2 »} ep « e . 
) IL SULLA as stead of horizontally, it represents f (also 


*Fr The Story of Shorthand,”’ John Robert Gregg the words at and tf 1 shorthand, Again, 











ec 





t tius S iengt a t ib tw 
ts orig il § the resulting long stroke 
epres ts t 1, as s \ 

"4 J 
t, @; et-it, would; m= (in-not), m (am-more); 
t (at-it @ (would 
Yes any ca i write sn 
ind, and 5 Ail) ut ft lea 

PERHAPS your writin g is angula 
hat at first you find yourself a little awh 
ward at mak x ve t s A lit 
actice Wl Vals i c k i 
i i it \\ Iting the pen 
\ 5 i Ves a evel ill Cc 
if i i s igh lines 
’ Whe 1? 

Mi 
t81 OTF 
‘e i) » © x ~ = 

lll! " 

I rT AIT) ~ 

WMV ee 

4 VAIFIN) 
(MMM -_ : 


THIN) 
(MMW 


Ce 7 iia ) 


Lejt-motion oval, rrri; rrr, i; vr, rv, Ll. Right-mo- 
tiom oval, kkkg; kkk, g; k, k, g; 7 (are-our-hour 
k (cam); 1 (will-well); ¢ (g0-go0d 


\ idren nea \ i iVs cL mak 1 
irved ma sw t \ st se Cray 
penc S C ive l culty wit 
curves, we may con 1de that W ire no 
out of pract than a thing else 
THE strokes for & and g (called gay) ar 
ver” \ and for nd re “under 
Ves 
, ° “** =» 
: g (gay r i 


Even with these tour outlines, becaus« 
they represent words as well as letters, a 
sentence can be written: Our Wall can g: 
Incidentally, this little sentence makes a 


Pur Gre 
. i actic S 
~ \s tT 
rves 
X ’ 
uw > 
"saa > 
>e & X 
Uer Will can go. + 
ur Will cam ¢ Our W 
\ 
c — 
" i 
é.. — 
cL NN 


Our Hill can not 
Our Will can go in an hou 
in hour 


i | uC ‘ 
s¢ 
‘ i> > 
v i s 
\ 
f . 
Lece< AF AECL Cre 
A 
Ar Fiotrr - 
ry 
THE va f tir 
ned P ‘ 
Carneda aS a DY-} A 


are many others, An 


ness, self control 
getting things rig 
making mistakes 
ected. Shorthand deve 
| 4 ) vd speec and 4 
increases one’s vocabu 
s¢ pt nm class act 


cc Wrirer, 


} ’ > 
vuecausc 


Septembre ! 


fill can ¢o im an hour 


r. Our Will 


can go 


g these are neat 


advar 


] S an app! 

a enuncl 

ary, and 
spel 





itage ol 


reciatiol 


an 


the things 


ation, it 


in tran 
ing am 
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» ~ . 
2 , — » 
re a 
x > q 
« C , » — 
y A y) q 4 | 
y. y, 
- 4 sZ 
- ~ ~ « c & a , 
) 
2 & & if -Y ~ - —v 
c 
— 
. wroary : 
« < + i A} ef ( tc y 
3 2 
, —_ ¥ 
- a — 
a ™ \ - ” z . ™ € a 
~*~ y “ 
a ¥ . —s |) ¥ = i« 
; 
( = 
re “ - Cc t é 
— vY < ¢ 
\ 
= “ 4 < - r 2 
nw r Yes S 
YY Sy 
= 
” o ~< Y UL > 
Whe. ‘ . 
Chapter > . 4 a — 
‘ \ al 
, 
< 4 a 
€ / a = ee ar hin ox 
) — < 
4 $ 
U f »~< ~~ ao a -* ‘ c z “~ 
) 
) 
Po) / a f — . © cr — < 
“ 
“ 
y -) _— 
7 b y , 4 L¢ - A rd c 
4 4 ‘ 
> ¢ 
5 ->y 5 
< —- « +” ( GA - —_ —_ © rf .¢ 
(J 
— .-—S Cf . . aa -/ ati 
7 / 
, 
L - Cc Cy ma: | YY A y 
. Cc ) 9 A 7 ie < < 
X ke k é ~< A = 
« 
7 ad 
ev QQ ¢ = 4 é < oC 
d PA, o 
€ . 4 
aan A y ’ d Be. ry 2 > @ x 
z 7 . 
oa? . 
+) ) o- m £ 
j j > | 
os a i Q'o<” 6 
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Frequent-Word Drills 


in exercise on some words in the second thousand most-used words that 
come under the principles of Chapters One to Three 











10 


lat va \bove all, the 

< << < . i ® irns the 
t gC 5 cs Ice ’ ~ nt 
slas ‘ ‘ \ VCs t 
i i ‘ ext Ss S 


DriL.t ON FREQUENT Worpbs 
of Chapters I to Ill 


Based on the list given in 


“5000 Most-Used 
Shorthand Forms” 


See shorthand plate on page 9 
ke 7; 
1 
1 x r TK ? nN 
a £ ad ta tick 
iA t 
, rn 
i 
‘ 
} ™ } } 
A Sk, t ‘ ? 
‘ ; ‘ 
A «al 
4 ‘ k s t 
} } ' " 
s S s s 1 se 
. Ss, Ss g Ss gy. on s ~~ 2 . 
S s s x ks 
= . . . t s s s s 
s g S s -— @ es 
g 
ges s $ s . g s 
x s Ss k 
X s marked 
Ac A s . 
‘ 
| . s r 
mot re t t s < 
s s s! ‘ Ss an ‘ 


Education 


A HUMAN SOUL. wit it lucation 
l is like marble in the quarry. whic! 
sh wsn until 





ju 
he t its hidden beauties unt 
skill of the polisher brings out the colors 
makes the surface shine, and finds every 
loud, spot, a t s through th 
body of it. | it n the same way 
vhen it works i ble mi lraws 
mut every Iden virtue and _ perfection 
vhich wi t such | a never able to 
make tl appearance—Olive Gathergood 
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Information Desk 





Don't vou often have que stions to ask about 
the work of secretaries, stenographers, typ- 
shorthand Why 
send them to Information Desk, The Gregg 


Writer, 270 Madison Vew York 


isis, or reporters? not 


{venue, 


16, V. a. { letter is not necessary a 
postal card will do. 

4g I would like t know which is the correct 
legal way for a lady to sign her name, Miss Mary 
Doe, Jr... or Mary Doe Jr or ts it correct for « 
lady to sign her name as Jr.?>—J 





La \ * il i 
c yvomial i \\ 
serve to st 
ques 
It weve ss i is S 
bs) LCsSsa + 
i t] S > 
ame, s may g 
name 
T 
HT Ss Cs \ 
. 
=. Please let me know which is the correct way 
to show a tabulated list of initials and names when 
included in a statistical statement or the body of 
a letter I am listing below three ways in which 
this tabulation was shown by three different 
stenographers 
J. A. Smith J A. Smitl J. A. Smit 
L. Brown I Brown I Brows 
M. A. White M. A. White M. A. White 
S. L. Green S. L. Green » S. L. Greer 
J Jones J Jones ] le nes 
M. Black M. Black M. Black 
The instructions were t st the names not in 
alphabetic order but in the order of the impor- 
tance of position held by each person. Only the 
initials were to be shown 1 
proj t 5 
tials and names s t 
Xampic 1 y s 
ie 
i Bb 
M. A. W 
| in I i W 
ecommend la | qu by 
Bargen Phis publica s 
and sells for 60 cents 
If you want to go furt to th 
nique or tabduilating 


Continued on page 36 
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CHARM A SOLID STRUCTURE 


Can you keep your job after the war? That will depend not 
only on the skill you develop, but the personality you build 
By BERNICE BROWN MeCULLAR 





t tically anybody can im. Tha ‘tel will be oft postwal! 
t s lil y hav ist. A woman whose business a ts t 
: und send indreds of dollars annually does t lik 
s values doing izy ig ading at a big partment s v he i 
igs. W cely to forget that when t clerk savs, “Well, if we haven't got it, we 
1 : igain, the old en aven't got it.” Those two people won't r 
values w still be values, and that member, you say. Perhaps they shouldn't 
siness ¢ : her pet But they d 
; t get Those people w ive st trade and 
good will for business houses because of 
t th make t personal inadequacy, w the first 
gs s itical ) o when jobs no ! v y t be filled 
S em 1 Ss : every in verment in p 
g keshift persot S und social gra 1 human 
S t Id S quite i 1S, ¢ » one s ces eally 
Sa ¢ is Way mportant job in the postwar w l 
C 9 . abid w Vv 3] S 
, nes seem to CHARM in the business world, as out 
guises it, is not a matter of how ig ones ey¢ 


lashes are nor whether one has a heart- 
| ry ; ' , S 4 ' 


tants t yusiness world shaped fac It is simply a matter 
: times and tensions as adjusting as happily 1 usefully as pos 
: vy work et-down sible to the world, the people in it, a1 
ff tones to the pub- the work that needs to be done tor them 
f some postwar Charm, wherever you find it, if it 1s tl 
s. And : e inclined to real thing, is based on nsideration f 
O t wont matt I don’t intend ther people 


ter t ir. Bill will be Being on time at the office is a p 








ry and keep house,” then me’s charm. It is a part of s consid 
s g iil olish virgins eration for the employer and those who 
t : epared. Bill work in the office. Inconveniencing ther 
terribly tired by being late certainly detracts f es 
st if he adjusts personal adequacy 
kly a . to t stwar world, os 
t isiness, and there WORKING « operatively is another fac 
sons y a job which vr in charm. It is much more important 
S i S now can than be ible to talk ab t atest 
d ind-butter busi book. Joining office cliques, gossiping 
ft ‘ maliciously about one employee to another 
t s those who are in rr, worse still, gossiping with any em- 
s ss ng wartime to build ployee about the boss or with the boss 
y day a structur f personal about any employee, is a black mark on 
and t vill endure, war or your personality like smut on y nost 
val Being gracious to visitors in the office is 
not enough. The really valuable employe: 
IN the first place, t public’s memory _ is gracious to her fellow workers 
is not so short. A man who goes fre- Consideration for your fellow employees 
juently to a big city on war business has involves not relating your personal troubles 
to tak ateve tel accommodations he to them. There are problems at t! 


t he 1s remembering that which need all the concentration the 
it one hotel is gruff and curt t 


ive. They should not have to be distracted 
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A Secretarial Quiz 








frranged by FE. LILLIAN HUTCHINSON 





















somebody 


‘ . ‘ \ 
—— ‘~ ; 14 } ] Ling nor 1 i tt £ \\ at 
Ss i i i\ N X angry 
| ! 
T i\ xtra \ TK t 
‘ial + Ble a blig! 
\f " , ; \ t t 2 i 
fa t say word You lon't ne 
~ | mez 
ive ft Ys tent r sportsmans 1 4 
‘ 


S ss isa i t every ne ot you \ ‘ ‘ S You 
1 ’ ‘ sag ‘ \ ’ ch . lers. in the . . . ' thy as y 
Way vou sit at t sk. And it will not en . s this t ' f vour re 
niv hurt your lances of getting a big sponsibility 
‘b, but it w make you unattractive per : 

94 1 49 +1 ' ; > \ . ‘ < 7] 
sona V it wi actua Vv paint ines aroun N ) ) c } 
vour eves. and after a little while those tract that S . mia v1 wre 





, 1” ¢ vou my . t sa t you 
ife-is-unfair-to-m ines will become pet you inh 
nanent and uutv shop on earth a1 i & 
Ss @N git. \ . gly : 
ik tin t 
, 1 ut ' R Ss p 
\ If | rs i DT ira! ¢ 1s alWwavs i " f ‘ ' ‘ ue 
\ ) ’ is 
mportant irt of you irm. smart, suit ne Der th ‘+ ‘ ' S 
' 1 ‘ 1 7 S S 
) ot s Ww a dash oft that specia . ¢ ¢ a 
something about them, never hurt a gt 
ances for a job yet. But many a girl w +. in you t x SS 
spends hours planning and buying just t Instructor oftet t Saying : K 
ght things to make her look charming Ss hnding You remembered = tits 
glects those little intangibles that creat saying and have | yoursel! that you 
| t vy the very basis of charm \ iiWavs iy a , iS 
i mat ’ \ 1 {) lay 
weve y 1 st i ma 
ND if you are being lax on the job now = you_ work asks ta tt 
, ; 1 7 > ‘ 
because whs are so easy t get, you 1] pay n | IX uns NX ( it 1s 


when you have built charm into your per 
sonality and character, and not regarded 
it as a bit of costume jewelry to be added ; oe - s Ne 





“ tiie mast CODY i pu tin s 
as an after-thought, you've got a house f by one of the clerks. The office mat 
built upon the solid rock. Neither the post ager has requested that only this clerk us 
war storms of stiff competition tor jobs, nor the d ipl iting ma es thus making if 
any other foe can storm your structure 1 to | s ty tor the « 
[t is not a shining edifice built upon the dition of valuable equ nt, which is har 


sands If you have worked at it day by to replace in wartin On the day t 


lay, in season an 


=m. Roel, ' en one te clert 

t season, what ulletin Is scheduled at, . 
‘ a ! 

me what may if vil] stand ' Nee /@ 


x: 
w 
es 
+ 


vou've got is a soli 












(onfidentially 


Yours... 


By a Washington Secretary 































Presiding genius of s locality 1s principally « 
Senator Connally’s office ‘tectine t affairs of the 
Che scene is changed, f 
irg \ m oft 
think your ib is tough—that ver by the Senator trom Texas, 
your home town is flat—that your boss nan of the Foreign Relat 
5 ird (he wouldn't be the boss if he fom Connally. Senator ( nally this yea 
that v ] gf ik v as much lid 1 rt id ft I ind MW ad us tavorit 
t ! times ea" in t | is y put annually 
vht t fy iscinated by the wn at Gaines Texas l Senat 
i “soft” Government job in st busy with the big show that 
this story may set you right going on right here in Washingt 
start WeV lon't let me steer 


re are plenty of good jobs YOU note a change when you first ste; 
ishington, it they're not soft. It nto the Senator’s front office. Mrs. Adaline 


4 secretary to a Government “big Carr, Senator Connally’s personal secretar 
even a rk in one of the war sits at a large desk at the far end of t 
s—you will b equired, many room. It is a long room with a line 
work around the clock, to assume stately chairs closely grouped against tl 
sibilities that demand courage, in gh walls that lead to Mrs. Carr's desk 
energy, to give up Sundays In years past these chairs were always con 


lavs, if necessary, to smile when fortably filled with (uncomfortable) off 
. on elem 8 ngt ‘ seeker Tod } re md wht 
c ike crying to pound a type ekers Mlay they al! empty and Da 


en your nerves are pounding you, ren—in fact, there was not a single occu 
: } 5B: & 


i most of all, to put handcuffs around pant when I visited Mrs. Cart 


picture too! vou 


ik—because vou will But don't let this empty 











mes into this office. We receive > 
is many as 2,000 letters a day—and some 


iny as 600 telegrams. Naturally, 











tions of older ones, there is a continual 
necessary shifting of Government contacts. 





' 
asks that 







ociated with them 












t Health Service have 
been taken over by the War Department 
is means a tremendous switch of pet 
So im- 


agine trying to direct 2,000 letters a day 













ads 


ic 











Diplomat of the 
Mayflower Hotel staff 


+ 


and perhaps a couple of hundred telegrams 
the right information sources in Wash- 


















t in 
ington under the present stress. Frankly, 
it's like having to learn my entire job 


tS iike 


over agait for instance, a , ; ; 
“; oa 1 on w to secu 1 S s t \ 
railway mail cle un has sud 


1 fr 


] 
eniy 
been changed f: ’ 


lenl; — ame 
New } rk , iT Navy. Practi i ‘ i oF these tters 


+ 
t¢ 





Carson City, N is required to ‘ame from i - asing | ‘ 
throw off his mail at the right station stop, quests purely on emotiona patriot 
an does, when he doesn't even know grounds lhey ant t hgl t 
where the train is going wanted to know get in it—ar 
“But that’s just one problem of being quick! Such letters a st pouring 


1 
. t 

a Washington secretary today in the fast by the thousands 

moving change that war conditions have Frankly,” said Mrs. Carr, “and this is 

created. We are responsible for much con trict], nfadont 


fidential correspondence that must be ac whether I’m a Se . ait ew os 
urate down to the last dot of an ‘i’ or it p ie —— 
may lead to unfortunate misunderstandings ee 

and even serious consequences; a simple : 

typographical error may have national sig- DESPITE th e —- plenty 


nificance in this office—but naturally [  ‘¢m—it’s not always hard work and 
cannot go into this, as most information fun for the Washingt secretary vel 
we receive is strictly confidential.” if it comes in t f duty 

Miss Mari M ridg ittractive 
IN the two months following the bombing secretary to C. J. Mack, t manager ot 
yf Pearl Harbor, Senator Connally’s office Washington's famous Mayflower Hotel, 
received 6,000 letters seeking information works long and late hours, but, as she con- 
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tar york in Washington United States. No matter who he is he’s 


‘ nN i 
has ightet | brighter side. Miss always a celebrity in the eyes of his se 
| ' he’s been with the retary. Well, I guess it’s natural, for that's 
M t vears and the job its the way I feel about my boss.” 


SHE 


ma 







$s il t b. She's so ti 


d to answering amazing emergency had 


lephoned for port 









in Was 
ard Thur S 











ler to be 







vi rtant. H uid, “In or 
g ig t yourself to juggle Di RING the briet ur I spent Miss 
s ; y the Hungarian thridge’s office she was continuously or 
ng Pagliacci ph ne answering requests that required 
let’s Solil- ick thinking and liploma y \ famous 


acc 





\\ hineton bank president wished to make 







nristmas party 



























New York saying that Mr _was 


d i 5 s Tust to > iving in ten > amedon for a contererm 
ti t with the Navy Department in Washington 
i wanted immediate reservations. Miss 








A FI y trom licit lliest mant 
Hat.” Nebraska r anv state) calls up answered, “Well, we in’t build an extra 





af 


} . ma 9 You. of urse, m overnight, but I'll see to it that he 
Mr. Peters, M John L. Peters, loesn’t sleep in a park.” 
t] First National Bank of Some moments later a kitchen attendant 


this citv. H S vil for Washington showed up to complain that one of the 


: : ” " eat Rf. ; , + 4 
tely and : t reserve a suite netai SINKS Was Gamagzed ind now do you 


Miss Ethridg s sweetly, “But we get around these here priorities?” 
S 5 \ 1 single room.” 
vy ( < crisply, “But you ALI f this is brought out to show that 
l. ‘ ns for Mr. Peters to be a Washington secretary today calls 
i to Washington on important for a lot more experience, composure, 
nlac . dip! , and . 1 
ment ; ‘ s a very important mplacency, iplomacy, and knowledge 
se yvou'v urd of him!” than merely taking dictation, pounding a 
se Miss Ethridge hasn't, but she typewriter, or punching a clock 
says obligingly All right, I'll see tha 
\ir. Peters is taken care of—even if we Knowledge 
‘ ¢ » shee Inthe * 1] ia 
to pu i t in the lobby This all 


inds very ni and very easy, but Mites KXo™ LEDGE cannot be stolen trom 

ige then has to face the pay-off « you. It cannot be bought or sold, You 

tually finding a mmodations for Mr may be poor; the sheriff may come into 
; , 


rou possess and 


f 
i. 
< 


Peters—even if it comes to putting the your 
favored guest out of the President ial suite and leave you h 

ike room he cannot lay the law's hand upon the 
"7" yu know, it’ 1ust human nature, I jewelry of your mind This cannot be 
uppose,” explains Miss Ethridge, “but taken for debt; neither can you give it 
every secretary has th opinion that her away, though you give enough of it to fill 
a million minds—Olive Gathergood, 


ymeless and penniless; but 


1e most important person in the 


















ue 
CR 
EGG WRITER, eplembe 
ber, | . 
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° | Is ts Fin | 
ul ¢ | 


And pass it onto you through JA Vik >) 





eee 
Ry 
aD aa WY wHo Witt 
aK } ip. 
7 < A nece us TO 
— y y , yD } 
SE |\\ ] 
LE \\ ERO connect A 
ita! } 
R¢ 
in. We uk BAD mee” 
\ i” a\t 
yy anrs eyo x” 
“ss gD (tt i a he “tes 
<w ot, %, So 
mi fe oh 
“ near Customer! 7 
e © ao 
* & y ™ We neve recently proves by actue gorvey . 
\ \ “Airs that the ctenoerepnic Pool is wast iné ver 80 
\& , nours ® woek throven qliegivie and is orrect 
. © 
AQ copys 
FT oo we're not complaining. sind yo"s but #e 
a d at ¢gigure yo’ eculé help ve * lot in rrecticé 
y vr this situation. If you meke certain your copy 
is legible. correct, and complete nefore sub- 
pass mittine- our probie= ae solves 
«une 
- It's not that we mir ehe extra wor® s 
much -""" we just want to ake » showing +* 


st improvement 





she 











ber. 1% 


lire 
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for Nightmares! 


This scheme’s reduced their tears and troubles 


to peaceful productivity! 


ence 1 rea fas il 
1-the t git ea 
" whe re . < . . + 
g nightma ’ é 
+ ‘ i , ) > 


y beg t tt ¢ I Vhat 
get you a Il quicker thar 
g to turn iz » trom copy 
‘ toy" . ir very wors 
I ¥y ue iil answe t 
\ quest . ‘ ‘ g + tha 
mphat NOTHING sider ther 
¢ joy the len aa % has 
» it i ‘ ta v 1 > W ay 
t to be I ving submitted copy 
i most amazing tas But don't stop 
’ Re id ur st t may re TIC 
i) i 27 v7 Ste w aph c Pool 
> + \ ] s tyr ig at n 
anot t L114 very Z 
t M d r Engineering 
| i | t > I | LA khee | 
) Ventura Bombers an 
/ | ses this is no mean task 
ant d ments as Tool Orders 
Fabricat S! Order Master Dit 
sa anded riris along with hun 
s of letters s rms, and special 
" la S ttle wonder, what 
ilmost intless sources of origin, 
t copy turned in is all too often in 
t eg in general, carelessly 
As a matter of fa time lost through 
irning copy for further information 
nd in typing from poor copy, had become 
lefinite departmental problem 
Don't get me wrong—the problem had 
t been ignored by either supervision or 
typists. Many means for its improve- 


nt had been approached Of 


course 


tally gine DV rt ilwavs be re- 


it copy was too poor tor typing But 


mpany time was lost an 


tempers vere never im 


rove mn either side, as a result of sucl 
action. Other ideas were employed wit 
ittle or no success. What had always beer 
ust bad copy mntinued to be—just ba 
DV 





AND then, quite recently, it happened. A 
torm lette vas suggested as a_ possibl 
ans of eliminating our bug-a-boo. Not 


" ‘ ‘ 


in ordinary form letter, but one that wou 


+, 


mmand results without offense. As pi 
ired, it 1s self-explanatory Che subyje 
simp ind to tl it. By way of 
ng a personal touch it ts signed b 
very g t St graphic Pool. The 
lest m s stribution proved. the 
t effectiv , py is returned wit! 
ted job in which original copy 
Total st—fiv lollars for five 
l pies by roto-print. Total energy 
l Result ta 1 n 
satisfactory 
\ctua me sav urd to cor 
tely " t less tha 
\ i m > Yet S Was ybvious 
t ily tw ks of us Not one s 
letter had been ignored, not a temps 
fled—and n than a few submitters 
id shown most gratifying improvement 
what was once msistently bad copy 
tact, many submitters of copy who had 
ver be f re appr acl it Pool “dropped 
" to voluntarily pledge better originals 


/ 


) 


have judged it by results 
they expressed the desire to pass it on 
) with the hearty agreement of 
nt Manager C. A. Moore, this is being 
ne. To all you typists whose nightmares 

ver feature BAD COPY—it's 
r what it’s worth! 


yours 











Practice for the Army Clerk 


Public Relations Office, ASFTC, Camp Lee, Virginia 









u s aguwy PHOTO 


Trainees of the Quartermaster Administration and Supply School at Camp Lee’s Army 
Service Forces Training Center working in the school’s laboratory 





RDINARILY one th 


rkshop tor the promo 
ion of science 


However, a new lab 
oratory has been set up by the Quarter 
master Administration and Supply School 

. E 


Lee's 


tory as a W 


of Camp ces 
Training Center, the purpose of which 1s 
to give Quarts rmaster so Lie r-c 
actual expe andling 


Army records 

Here is how it works: A soldier-trainee 
selected to go to Administration and Sup- 
uishes a rigorous six-week 
then 
ol and is taught the in- 
Army 


f this, he goes to the 


ply School first 
basic 

enters 
tricate 
After seven weeks 
laboratory, whic! 
ground as well as a tower of learning. The 
soldier-clerk’s aptitude for certain jobs is 
established. There is no longer reason for 
guesswork. 

The laboratory is divided into two sec- 
tions—a personnel office and eight com- 
panies of a fictional 5050th Quartermaster 
Composite Battalion—an organization that 


military training course. He 


A&SS§S 
work of 


keeping records 


serves aS a testing 











can take care of all OM service and supply 
1eeds of isolated A y ts 
I neophvte K g ’ tunit y 
to wo k ] ea v ts \ 
Army co esp id 1 i 1 1S¢ nac es 
and quipment 1 i reg i ers 
re ince In add gets afr p 
tunity to apply theory taught in class 
yms concerning the workings of OM 
: ~ 


bakery, laundry, truck, salvage repair, fu 
migation and bath, service 


istration companies, 


and graves reg 


RECORDS of soldies 

npthing changed but the 
numbers, are used in the companies of the 
5050th QM Composite Battalion. Matters 
which, had been handled 
it Camp Lee, are 


s at Camp Lee, with 


names and serial 


some days befor 
in orderly rooms 

again considered in th mpany portion of 
iinees who master 
from day to day in the 
laboratory can be assigned to any com- 
pany within the Army, their ability a 
proven factor. When this happens, the ex- 
periment can be considered a success. 


the laboratory. Soldier-tr 


these problems 
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er, 1% 
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Lieutenant Colonel Jchn T. Moorhead, 
of the A & S Division of ASFTC 
Basic Technical Training, says, “The lab 
ratory plan long had been considered by 
R | heads as the ideal way to complete 
se of training uur students and 
. most practical and _ toolproot 
t f determining aptitudes of the 
\ " i placement purposes. It 
S ving itself to b ven more valuable 
than we had t ght sib 

Maj John S. M supervisor of 
t Administration and Supply Schools, 


els that this model personnel training is 


irest " ie-job traiming that 

can be given without actually placing men 
ny orderly rooms and personnel 

ces l yssible by revising 


raining and con- 





s i | tion nt seven 

| ; thd ¢ ing , | 
W KS t St i\ t t caving WeCK 
I t ab it y 


Dualism 
By NORA PETERS 


YHE telephone woke me from a fretful 
sleep [The voice at the other end 


my employer, but 

e language was that of an irate truckman 

[ anxiously wondered what could have 
} i. ts 1, " 


? ‘ re 

H ad been s very ynsid ite wohel 
ny cold got the best of me. He had insist« 
that I go home, saying he could manage 


alone for the afternoon. There was but one 


statement that had not been completed 
That he volunteered to do, if I showed 
im how. I inserted it into the typewriter: 


id completed as much as was ready, leav 
ing it in position for him to fill in the 
remaining figure as soon as he knew what 
t would be. I then showed him how to 


i total it. He 


seemed to enter into the spirit of the oc 
, 
’ 


move it to the next line an 


asion and we had a great deal of fun 
What had happened to upset him? 
When I finally made out what he was 
ranting about, I laughed. I know I shouldn't 
have; I couldn't help it. It seems every- 
thing went along smoothly until he needed 
tl Although I had showed 
im where the numerals were, I had neg- 


1¢ numeral one 
lected to tell him about the dual role of 
the letter “‘l.” 
thing out, but his parting words were the 


sincere wish that I get well enough 


We straightened the whole 


to come 


19 


to the office in the morning, as he wanted 
more to do with such goings on as let 
rs becoming numerals without so much 


Answers to Secretarial Quiz 
on page 12 


1. Send a telegram to your chief in care of the 
train. Include the following information in the 
address: the train name or number, the railroad, 
your chief's destination, and, if possible, his car 
and berth reservation. The address might read: 
“Mr. John Sims, Aboard New York Central Train 
80 from New York to Chicago, Car 56, Berth 
Lower 5."' As a double precaution, send the same 
message addressed to Mr. Sims at his hotel, where 
he will doubtless register before attending the 
meeting. Do not send the message to the station 
in Chicago with the hope of having Mr. Sims 
paged on the arrival of the train. Too many slips 
are possible 

2. No. The typing must be compared with the 
original copy, preferably by having someone read 
the original aloud to you while you follow your 
typewritten copy. The reader should spell out all 
unusual names, epecially those that are spelled in 
more than one way. She should be especially care- 
ful in indicating possessives—whether singuler or 
plural. Of course, figures should be pronounced 
carefully and decimal point, fractions, and per cent 
signs called. In reading figures, the context is no 
guide to the meaning. If errors are found, be sure 
to correct your carbon copy. 


3. By no means. You should write a letter of 
transmittal, mentioning the paper specifically, so 
that the files will contain an accurate record of 
the transaction. As in all secretarial letters, your 
own personality should be kept out of the letter 

you are writing it for your chief. You may 


write, for example: “‘Mr. Smith has requested me 
to send you or “The signed contract cover 
ing... is enclosed . .' The letter should be 


brief, and signed by yourself. Under your hand- 
written signature should appear the typewritten 
line, “Secretary to Mr. Smith." 


4. Look first in folders having similar names, 
as Robertson or Robson, in which the corre- 
spondence may have been misfiled. Next, look in 
the folder just ahead of and just behind the Rob- 
inson folder, for it is easy to reach for the wrong 
one in filing. Look also between these folders. 
Then look on the bottom of the file drawer, under 
the folders. Glance through other correspondence 
in the Robinson folder to see if, by chance, the 
letter had become attached by a paper clip to the 
bottom of other correspondence, and to see 
whether other correspondence in the folder may 
give a clue to a possible place of misfiling. If you 
know that some other executive has been following 
that correspondence, ask his secretary whether 
the letter may have gone into her file. 


5. Without too great strain, you yourself can 
prepare the necessary number of duplicate copies. 
If you have featherweight carbon, onionskin paper, 
a typewriter with pica type and a hard cylinder 
(any typewriter that has been in use a year or 
more has a hard cylinder), you can easily type ten 
to fifteen legible copies at one time. Our typist 
got eleven legible carbons in elite type end 
hiteen in pica on light-weight paper 
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To Observe if You Want to Hold Your Job 
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Do’s and Don'ts 


By ADELAIDE HAZELTINE 


HERE is a peculiar nausea attendant 


1 losing yout b. Perhaps you 
have never cN rienced Yet | 
lreds of young 1 n offices throughout 

e country d 

Some of them cant cad their short 
and, ot lon’t have to work,” a tew 

ave son e great and overwhelming 
fault. But the vast majority of them aic 
suffering m an acemmuiation of small 

ngs which the boss might have been abl 
to forgive if only he had been allowed to 

rget, 

I e are a few common-sense rules to 

followed. Everyone knows them. Many 
ibuse them 

Ten “Do's” 
DO all you can to keep things running 


smoothly and silently in the office. Thi 
boss will appreciate your winning ways 
more if he never hears them. 


DO your work with t 
accuracy ot a machine. On 
boss realize you are NOT 
a desirable person 


he precision and 
ly then will th 
a machine but 


DO, for everyone’s sake, write legibly 
You may be called to your reward before 
ymorrow and the boss himself will have 


to decipher your notations. 

DO determine at thi whether the 
is methodical. If so, go thou and be 
likewise. Have a place lor 
and respect it. You may throw your b 
longings helter-skelter at home, dig in 
your closet like a dog after a rabbit, never 
pick up your things until you fall 
them, but do, in the name of good sense, 
be orderly in the office of an orderly boss. 

DO try to get up in time to do your 
primping at home. Arrive at your desk 
with your hair combed, your teeth washed, 


outset t 


be i) 
everything 
} 


Ovel 


your powder applied, and your lipstick 
haughtily in place. 
DO be sensible about your clothes 


Strive to dress becomingly and in good 
taste, but don’t make it your mission in 
life to appear in a different costume every 
day. Such a practice makes it difficult for 
your boss to remember whether you are his 
secretary or something from Hollywood 
His mind should be on his business. 


DO give your friends your home tele 





hone number and as hem to use it. | 
y make the mistake of calling you at 
thee, let 3 rsation be briet 


' 


and to the point. Nev Oh” and “A 


Dusiness 


\ i 
ele) irn t i yn kK iw y 
shut. The very incident related as a 
| » > ‘ b ho girl Ir ‘ : 
may pass hest boy triend 
Vho may Work vorst COtlmpecttt 
ty boss i thie al straw 
1 e than ! ve 4 se your Ij] 
rettily but firmly, whenever t 


rattle about business. Silence ts 


cel is “gold 
your pay check. 

DO remember that it’s folly to think t 

ss can't get along without you. In al 
probability he is trying to get along witl 
you He'll inag un the office ng 
itle you ve leit t line of appl 

ts trom 14 p CKCU y ] there 

lozens ot others, equally capable, ready 

ina willing to epla y ess pay 

Ld) { il 1 xt i\ b 
, . ) 

dnd Here Are Some Don'ts 

DON'T talk \ 4 sets the 

equilibrium of the hce or the boss so 
as a loud vo lt you weren't born 

vith a well-modulat voice, cultivate it 
More people have “talked” themselves out 
t a job than have ever “talked” them 
seives into one 


DON’T go clattering 
They 


across the floor on 


heels. 


0 high may tap you pain 
lessly into the street looking for anothe 
place. Many a boss has nerves as jittery 
as a race horse. 

DON’T drop things. Lay your pencil 


m the desk until you are 
A pencil on the floor 
problem in etiquette to the boss. If he is 
still gallant, he arise, bow, and re 
trieve it. But if he’s the average business 
solon, he will sit uneasily, while you pick it 
up, and inwardly cuss your awkwardness 

DON’T 
suck soft 
aside tor 


ready to use it 
presents a difhcult 


will 


chew gum, 
drinks. Your 


assuaging 


munch candy, o1 
lunch time is set 
the pangs of hunger 
eating to it 


[ry to confine your 


DON’T 


ured 


ask endless questions 


to do some of the thinking 


You're 
yourself 











[HE 
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ON I xpect ltavors Consider your- Cas \n Col iy LICK 
f as good but no better than other em imph-steen times is he fr narry yo 
. s. Accept t rules of the office as But it you're brave enough to take t 
were made explicitly for you. Don't ance, keep your emotions to ‘ 
) You ats ‘= fake like | cote yg Dt IN'T bill and coo in the office, Let him 
? x the one, tradition to tix ntrary, wh 
ON'T imagine the boss is interested first indicates YOUR intentions. Then. 
social prowess. You only waste you stay at your desk as t fatal day 
which ts valuable, and your own, approaches, strive to remain demure a! 
is supp 1 to be, by accounts of awed. Never, oh, never, parade your 
private conquests You're just a gal tory before the vanquish 
8 get along, and he knows it I speak from personal experience. For 
ON’T make the mistake of falling in I’ve just lost my job—and, tomorrow, | 
Doss 


your boss. It isn’t being done marry the 


| Stevenson’s Tomb 


By Mina Ott, student, St. Mary’s School, Apia, Samoa, Oceania 
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epitaph Stevensen wrote which appears en 
Burgess fer this temb 


The verse here gives werding ef 
brenze plague executed by Gelette 
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eee ts ee ee : and Spe a ee 
A] * on . e ares 
Greds Shorthand Speed Certificate be = dO rUlicate 


eo woans A MINUTE 


STOW °EM AWAY, STUDENTS! 


Here are a few of the many certificates waiting for you to win 





to attest the skill you develop in shorthand and in typewriting 


By FLORENCE ELAINE ULRICH 


OW DY, Readers! How are you, and at that 4 m 





are prospects for getting some mes a little dull a thusiasm a litth 
work this mont I don't van, but it has set t t tines 
is ttie as Vv i loa get awav with, vrams Io lei ping gs s ve 
er! N Ss I t ~N 1 IW k it period that has ivallable 
that will make y Pappy and Grandpappy This Depa ent ga t 
mud to t al the kin vork ceives and issues aw 50,000 tests 
ys are famous very fig g tront innually in s tha g. Cer 
i the w " t . b that ts cates have been iss 5 ts and 
going to make a t worker of y graphers S : 3 Ww 
ind enable you to “go places” in lite were studying and working under most 
nique and interesting stances. | 
You probably ve settled down now to i tiny island in t | ve hear tha 
a pretty steady f learning to writ 1 little Dutch student is learning shorthand 
shorthand and to typewrite. You may be and wants to becon 2 member of th 
far enough advanced ven to see the re Order of Gregg Artists. S she writes a 
ationship between steady, systematic prac copy ot the O. G. A. Membership Test 
tice each day and skill development. You that 1s published in the GrecG Writer and 
ibably already know that a casual read nds it to us for an award 
ng of a day's shorthand assignment is not \ soldier, in a foxhole on New Guinea 
going to make a good student or a good writes us that he is learning shorthand 
stenographer of you. You may have days of ‘to keep the time from becoming dull” on 
discouragement, when progress seems a us hands while fighting the Japanese. “I’m 
little slow, but don’t let that worry you, sending a copy of the O. G. A. Membership 
because the psychologist recognizes that it lest because I'd like to see how my notes 
happens to all of us and he has a name for compare with the work of other shorthand 
it. He calls it the “period of arrest.” What writers. I studied without benefit of a 
he means is that the brain actually has to teacher.” He qualified ving submitted a 
take time out periodically to digest what beautiful specimen of shorthand notes, and 
you are feeding it in order that you may became a member of the Order of Gregg 
enjoy fine, healthy progress. But you're Artists 
not supposed to stop practicing, mind you! sefore the war, a teacher in Tientsin, 


The Grecc Writer didn’t invent the China, sent a club of O. G. A. Membership 
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first semester; likewise, good typing stu- 


7 J mior ©O \ T 


(). i A. ( | ,~ an 1 
‘ Q, \ | iwards in 
Q e second semester 
thin If you ar lilig t 
you may earn t 
IN t Instructions for Shorthand Test Complete Theory 
() { \. |] . the 60) nad SO-w 
The purpose of the O.G.A. is to develop , “ 
\ ) , a practical shorthand writing style. The ind SSIDiy, tiv 
¢ . JUNIOR O.G.A. AWARD is given to stu- 1 ‘ , ee 
dents who have had sufficient practice to be ; ' 
ats able to write freely, smoothly, and correctly { t tes Typi re 
the Junior O.G.A. Test on page 29. This . ae ld hb 
award is given for qualifying specimens as 
» papers that do not qualify are returned with g t irn ( ] 
) | er criticisms and suggestions for further prac- ( P a 
tice for the perfection of notes. The O.G.A . 
accura MEMBERSHIP CERTIFICATE is awarded s they are typing 
‘ ty ’ on specimens qualifying on the Membership 2) ‘ a These 
=, a Test (page 30) written in a good practical . 
i ‘ ‘\ : style, with attention given to fluency, forma- goals ‘ 
. ’ tion of curves, proportion and correct execu- 4 ‘ ‘ 
$s Ss awa 2 ves to. strive 
tion gen ally 
I satistact Practice the O.G.A. Test as often as you t und sands 
shment can in order to secure a specimen of your P P ‘ 
best writing style to submit for the award — 
§ t ‘ we 
s at Ty pewriting AN Awards’ Al 
~ 10) 12 14 7 S ‘ 
a A The O.A.T. Junior and Senior Member- c 
) - ships encourage proper attention to arrange > S 
< " mint ment, accuracy and rhythmic stroking in ‘ this mag 
: typing Any make of typewriter may be , 
t inal awa . used The Junior O.A.T Test (page 28) yo did 
4 ) \f requires neatness in arrangement, accuracy we re 
and even touch W) 
testines t The SENIOR O.A.T. TEST requires skill \ t 1e1 
rtine speed in setting up the copy; if two parts are given, , t Wi cer 
Part II should be arranged on a second sheet , 
You w s A study of the test (page 25) will suggest awards, this 
nictures of at the best method of arranging it to secure makes i attra 
; an attractive and easily read copy. sical 
is t QT ' The Competent Typist Awards begin at splay tesa 
, ethic 30 words a minute, for which the PROG- ot \ prog 
RESS CERTIFICATE is issued. There are 7 > 
COMPETENT TYPIST CERTIFICATES —. 
issued for speeds beginning at 50 words you wh 
The test (page 26) must be written in a 
i ten-minute period, with not more than five dy to 
t] errors. It may be practiced as often as you for a job. 
Vit} like, to secure your best speed for the month . : 
With suc is before the final paper is submitted for an My : Bia ‘ 
itine \ award NOs S nav t 
rtincates i he entit hy 
t T c _— t t y are 
ranscriptions 
\ t ( Ss gra i 1 as they 
for indulging In addition to these monthly tests, there are today. Prepare 
. is a page of shorthand matter for transcrip- , "ee 
S ty \ny tion speed practice. The records you make at eventuality 
vou feel the n _ on transcribing these letters each month are \ \ ping your 
recorded by many teachers for comparison , kill! ; 
i inge in prac with the work being done by your class- tial skill now, 
t take out this mates. This month's Transcription Speed \n array of some 
: Practice plate will be found on page 24 
aga ? ind Start I t (y t 
t vork the \\ ER Certificates 
O. G. A., the C. T vill be found at the 
t O. A. T top of this article 
test yy. Put zest Beautiful pins and 
and interest to t ind strive ther club prizes a awarded also, and 
to write a winning pa Manv beginners are described in the Awards’ Booklet 
shorthand will qualify for the Junior which is available to any teacher upon re- 
O. G. A. Certificate sometime during the quest. Determine to win them all! 
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September Test Material 


All clubs of test papers should be accompanied by a@ typewritten list of names to expedite 


checking and insure accuracy in making out certificates. September copy is goed as member- 
ship tests for O. A. T., C. T., and O. G. A. antil October 15, 1944) 
Senior O. A. T. Test 
INSTRUCTIONS: Type one copy of the following typical rough draft letter, to Mr. John G. Green 
297 Fifth Avenue, New York 16, New York. Insert today’s date, your teacher's end your own 
initials as dictator and typist respectively. List names in tabulated torm. Be sere to esorrect any 


misspellings or faulty punctuation. 


Dear Sir: Cr&ting a name for a new product is a thrill for any 
advertising man. Using all of his lity over a period of years 


to make that name © quschepi, yorld is a bigger thrill. 


The irony of the hold wae isfthe advertising man can -suc- 


ceed téRwell. He gets his word accepted so t@proughly that 
the public begins to use it(@gJ the name of a class of things gam 
rather than as the trade name “2 company's product. 

When that begins to heppen the adver fring man mes & turn 
around and work his head off in the other direction. He has to 
try to prevent his coined name from becoming a generic word. If 
he can succeed he can bag value and investment the name 


represents. < Se) 
There are reasons wh ts paths mvt a trade neme ast 


common nounj,esé ord is that no term i poe for 
the new product. AnotherAM@dqis that theG,, prede name is easier 
to say and remember than the correct technical term. The public 
will not say “synthetic resin plastid’when it can say "Bakelite," 
or © “flavored gelatine dessert® when AL més 
Can -¥ | ~o.” 
As a result, many coined tpade names have, . . our se 
language, A brief esearch of -mecurrent dictionary reveal @® 
thes@,trade names: Automat, Bakelite, Brilliantine, Carborundun, 


Cellgphane, Celluoid, Comptometer, Ethyl, Fabrikoid, Lino- 
type, Mimeograph, Vaseline, Victrola. 













AllXof such names take every opportunity to pointe® out that 
thefy name of their product is a tradew name. Some deWote entire 
advertising campaigns to stressing the eee” of their name. 





Each of us who writes advertising, titeretuce, «roe ee 
Males promotion, and business lettetS wan inlotstngie can help — 
manufacturers prgserve the value of their trade names. ‘We sh- 
ould use thon SF te — to the specifig produgt men re- 
present. And ew vhen we do use them, we should capgt@lize them 
to indiciate that thejere proper nouns. 


We might also bear in mind that Regs eee feeds names are 
privat€property and should be treated as # : 
betbengedte-uwes- Very cordially yours, THE CREATIVE ADVERTISING 
CORPORATION, President», (John D. Royal 








Competent Typist Test 


Use double spacing in typing this test 
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To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten 
words for each error to get met words written. Divide this by 10 to determine the net words per minut 
The mumber of strokes is indicated at the end of each line im order to facilitate counting the gros 

number of strokes written 
Strokes 


Only those are fit to live who do not fear to die; and 
none are fit to die who have shrunk from the joy of life 
and the duty of life. Both life and death are parts of the 
same Great Adventure. Never yet was worthy adven- 
ture worthily carried through by the man who put his 
personal safety first. Never yet was a country worth 
living in unless its sons and daughters were of that 
stern stuff which bade them die for it at need; and never 
yet was a country worth dying for unless its sons and 
daughters thought of life not as something concerned 
only with the selfish evanescence of the individual but 
as a link in the great chain of creation and causation, so 
that each person is seen in his true relations as an essen- 
tial part of the whole, whose life must be made to serve 
the larger and continuing life of the whole. Therefore 
it is that the man who is not willing to die, and the 
woman who is not willing to send her man to die, in a 
war for a great cause, are not worthy to live. The wife 
of a fighting soldier at the front recently wrote as fol- 
lows to the mother of a gallant boy, who at the front 
had fought in high air like an eagle, and, like an eagle, 
fighting had died: “I write these few lines—not of con- 
dolence, for who would dare to pity you?—but of deep- 
est sympathy to you and yours as you stand in the 
shadow which is the earthly side of those clouds of glory 
in which your son’s life has just passed. Many will envy 
you that when the call to sacrifice came you were not 
found among the paupers to whom no gift of life worth 
offering had been intrusted. They are the ones to be 
pitied, not we whose dearest are jeopardizing their lives 
unto the death in the high places of the field. I hope my 


040 


1053 
1107 
1165 
1221 
1274 
1324 
1382 
1440 
1494 
1548 
1602 


1660 


1719 
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two sons will live as worthily and die as greatly as 
yours. 

There spoke one dauntless soul to another! America 
is safe while her daughters are of this kind; for their 
loved ones cannot fail as long as they have such wives 
and mothers. And we have many, many such women; 
and their men are like unto them. 

No nation can be great unless its sons and daughters 
have in them the quality to rise level to the needs of 
heroic days. No army was ever great unless its soldiers 
possessed the fighting edge. So likewise the citizenship 
of any country is worthless unless in a crisis it shows 
the spirit of the millions of Americans who in this 
mighty war have eagerly come forward to serve under the 
banner of the Stars afloat and ashore, and of the other 
millions who would now be beside them overseas if the 
chance had been given them. But honor, highest honor, 
to those who fearlessly face death for a good cause; no 
life is so honorable or so fruitful as such a death. 

In America today all our people are summoned to 
serve and sacrifice. Pride is the portion only of those 
who know bitter sorrow or the foreboding of bitter 
sorrow. But all of us who give service and stand ready 
for sacrifice are the torch bearers. We run with the 
torches until we fall, content if we can then pass them 
to the hands of other runners. The torches whose flame 
is brightest are borne by the gallant men at the front 
and by the gallant women whose husbands and loved 
ones, whose sons and brothers are at the front. These 
men are high of soul as they face their fate on the shell- 
shattered earth or in the skies above or in the waters 
beneath; and no less high of soul are the women with 
torn hearts and shining eyes, and the mothers and 
wives to whom word has been brought that henceforth 
they must walk in the shadow. These are the torch 
bearers; these are they who have dared the Great Ad- 
venture.— Theodore Roosevelt. 


[Repeat from the beginning until end of the ten-minute fest period 
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INSTRUCTIONS simple test of 


the 


This is a 
Center 


VENEZUELAN INDUSTRY AND 
COMMERCE. One of the chief prob- 
lems which confront industry in Vene- 
zuela is the lack of local primary mate- 
rials. It has been said that manufactur- 
ing is based less on national resources 
than upon protective tariff; certain it is 
that many factories, at least to some de- 
gree, must depend on imports to supply 
their raw materials. Production costs are 
consequently raised, and tariff protection 
must therefore be relied upon if Vene- 
zuelan manufactures are to compete, even 
at home, witb similar products from 
abroad. 

The principal industries are closely re- 
lated to agriculture. Founded on domes- 
tic stockraising are the packing houses 
and a number of creameries and modern 
dairies, whose products do not yet sup- 
ply the local demand. Several tanneries 
cure native skins, using chiefly domestic 
tanning materials. Closely allied with 
that industry are the shoe factories, 
which supplement their use of Vene- 
zuelan leathers with considerable quan- 
tities of imported hides. Similarly, sugar 


Junior O. A. T. Test 


and good 


arrangement 
heading and 
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typing Type on plain paper 


type it in all capitals 

mills and tobacco factories, which utilize 
the products of local zgriculture, occupy 
a prominent position among the coun- 
try’s industries. An excellent rum is dis- 
tilled from native sugar. 

Cotton textile mills are among the 
oldest and the most important industries. 
The output of these mills includes cali- 
coes, denims, and other fabrics, knit 
goods and hosiery. Efforts to promote 
the cultivation of the silkworm and thus 
establish silk manufacturing are reported 
to have good prospects. Several cement 
plants are operating and more are in the 
process of formation. Additional enter- 
prises include factories for the manufac- 
ture of alpargatas,* or sandals, carbonat 
ed beverages, straw hats, chemicals, 
combs, chocolate, glass, paper, matches, 
and nails. There are several sawmills and 
breweries. Lesser manufactures include 
furniture, cordage, soaps and candles. 
Production is entirely confined to goods 
destined for direct consumption. Indus- 
trial equipment, practically without ex- 
ception, is imported. 


*Underscore to represent italics 


Gold Seal Honorable Mention Certificates 


(Comtinuing Annual O.G.A. Contest report from the June issue) 





Arizona Canada 
St Mary's High School School of Comn yerce, Cli 
Phoenix, Sister Mary Fi- ton, Ontario, Miss B. F 
delia and Sister Mary Ward, acher 
Gebharda, teachers Presentation of Mary Con 
Farnt Quebec 
Sister Ste. Marie Mar 
Arkansas guerite teacher 
Holy Angels Academy 
Jonesboro, Sister M 
Dorothy, teacher 
’ Canal Zone 
British West Indies s:. Francis Studios, Bal 
» . boa, Sister Frida, teacher 
The Convent High School 
Antigua Mo Mar 
Firmin, teacher 
Calif . Connecticut 
r 
ee Hartford High School, 
High School, Chino, Mrs Hartford, Amelia H 
Evelyn .W. Jackson, Voi teacher 
teacher Moxiy Secretarial School, 
Belmor ligh Schoo Los New Britain, Mrs. Grace 
Angeles, Pauline E. Her- Ek. Whiting, teacher 
ring teacher 
Excelsior Union Higt 
School, Norwalk, Mrs ois 
Vivian Montgomery Hawaii 
teacher 
Technical High School, High School, Hilo, Kath 
Oakland, Bulalia Gog leen Arnold and Frank 
gin, teacher Rapowo, teacher 
Union High School, Or St Mary's School Hilo 
nard, Ada Booth, teacher Brother Benedict Weng 
Junior Cadllega Pomona, ler, teacher 
Olive Pesrl Clark and Kaimuki High School 
Mrs. Helen Day, teachers Honolulu, Grace Runyan, 
Academy of the Little teacher 
Flower, San Luis Rey Kauai High School. Lihue 
Sister Mary Florite Kauai, Mrs. Zipporah B 
teacher Douglas, teacher 








, 
Iduho lowa 
High School, Idaho Falls High School, Mason City 
Grace E. Armstrong Gladys E. Price, teacher 
teacher ‘ s lated School, Orient 
Berniece Ehlers 
teacher 
Illinois 
Merey High School Chi 
igo. Sister Mary Kansas 
Brendan, teacher High School, Baldwin 
St Alphonsus Commercial Ethel Watkins. teacher 
High School, Chicage, Cal Catholic High 
Sister Mary Cassilda, School, Topeka, Sister 
teacher ‘ Mary Florentia, teacher 
St. Ann High School, High School, Topeka, Rida 
Chicago, Sister M. Duckwall, Mrs. Lucile 
Speciosa, teacher ! ywnd John E Lund 
St. Sebastian High teachers 
School, Chicago, Sister 
Alice Jerome, teacher 
High School, Lake Forest, : 
Dorothea Chandler, Maine 
teacher 
Township High School, Edward Little High School 
Manteno, Margaret Rie- Auburn, Mary E. Catir 
ger, teacher teacher 
High School, Monmouth High School, Machias 
Esther Suhr and Alice Evelyn Carroll. teacher 
K iesewetter teachers 
Community High School, 
Reynolds, Edna B. Win 
ter. teacher Maryland 
Institute of Notre Dame 
Indi Baltimore, Sister Mary 
Carmella, teacher 
RELane St. Joseph's College, Em 
Horace Mann School, Gary mitsburg. Julia Hynes 
Julia C. Brown, teacher Christie, teacher 


Joseph's High School 
Emmitsburg, Miss R. BH. 
Morrison. teacher 


George Rogers Clark High St 
School, Whiting, Joan M 
Coughlan. tesecher 
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School, Lyons, Ler 
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ting and Finance 
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Rosary Commercial 
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High School 
~ m Newark Sist T Sister Mary of St 
M Rogeria acl Kevin teacher 
New York . Ohio 
Heart Acad Ky Sister Miriam and 
= M s r Mary Kennett 
S H South High Set ‘ 
Mrs. Leslie L. & ‘ R C. Hane 
. ‘ ry”. 
Junior O. G. A. Test 
Four Stars on His Ribbon 
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Virgin Islands 
stiansted Hig bl 
Christiansted M 
B. J es, teacher 


Washington 


Magdaler 


ter Mary 
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Mar 
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= . ‘ fax M 


N 8 La . & 


bar 
South Kitsap High & 
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te High Set 
Sister M H 
teacher 
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Rose, 
West Virginia 
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O. G. A. Membership Test 
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California - 
High School, Brea = 
Mrs. Beatrice N Hi ~ 
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M. Clar i a 4<4 
H . s _ 
I \ M. K 6 y 
Y -_ 
Canada 
‘ . 4 > 
s Alice Miria C ead ys 
Colerado , ; } 
High School, Arvada, Elle i 
M Ha y teacher 
St. Anthony’s H Set 
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a Fa I 
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Muore, teacher 
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s Te s Aca 
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St. F t Co mity High School 


francis Acader Jolie’ ‘ 

Sister Mary Bernadone Pektir Alberta Saloga 

and Sister Mar Alicia teacher 

teachers Muldoon High School 
Rockford, Sister Clare 
Charles, teacher 

Township High School 
Streator, Clare M. Louls 
teacher 





nity High Scho 
Lincoln Miss Frances 
McCarthy and Alice 
Sleevar, teachers 
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nese john F. Ke Palatine, Olga A. R lowa 
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\ Wa s 
M . he 
Ss 1 Woodbine, Mae 
Hanlon teache 
Indiana 
ral High School, F 
e. Georgia Heal 


Kansas 


College, MePhers 
Kirkpatrick, tee 
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. Giggey, teacher 


Vassachusetts 


inican Academy, Fall 
River, Sister Jeanne d’Ar 


~ Nort! 
s r M. Rose 


Sacre Heart, teacher 
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p High Sc Ba 
Cre Sister Heler 
s Flint, Lueilic 
teacher 
\ High School 


Sister Leah 


rH High School, 
‘ Marie Critte 


and F. Alison Spence 


Vinnesota 


tral High School Irox 
Margaret Thorbeck 
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Mary A. Almeter 
eacher 
Missouri 
School. Charlest Al 
R. Feldhoff, teacher 
hn's High 0° Ss 
5 Sister 
Nebraska 
High School, Colum 
I P. Baruth, teacher 
Mary Outhedral School 
Gg i Island, Sister M 
Wilhelmina, teacher 
New Jersey 
Ma s High School 
s \ y, Sister Mary 
tila t 


New York 


aculate Heart of Mary 
Academy Buffalo, Sister 
Mary Liliose, teacher 
Mary's Acedemy, Cham 
ain, Sister Marie Odile 
k Hudson High 
s l Montrose Murte 
4. Sealzo, teacher 
To be continued 
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HONORABLE MENTION WINNERS 
Lae In addition to receiving the award, Honorable Mention is given in 
these columns to the students submitting the five best tests in each 
group during the previous month. This is a noteworthy honor for 
which every student should strive 
Gs SS 
: 
TYPEW RITING I th L. Brown, Gris M S ‘' \ 
Hig Schow Gris ‘ g I ‘ 
‘ ' : i, Iowa (84 word i 
O.A.T. Tests Competent Typist rors word er 
wror O.A.T I Speed Tests 
Scome Goldberg, High sites ae SHORTHAND 
- B H _ ; 
ner tig » _ 7 
ie ~ ~~ " ~ey" Scho O.G.A. Tests » 
t € Aentucky 4 Scho M 
rado words ) errors . 
H j 0 ITUNIOR O¢ 4 Tr M a 
>. t ’ a H a4 Margar } 
- . 8 ‘ Ver l « Erickson, H A. Wolfe, High Schoo 
gor errors | ~ ‘ T 5 { r * Maryland 
’ 4 ters: } HW a . 7 Na = Higt 
3a m ; Fre H —— = Nor 
: i, " ~ ‘ Ma i 
: . ( Mar HW 
e " Hafner. & g S N 
. HW ~ 7 2 : ; . York 
( 1 Progre SS Tests uN Kav ( . Hig? M 
. e Rip . Ant tte Rust Our Lady 
Worp Speep 1 I ‘ = ( omplete Theory 
se R s 
a Raa _— ’ ( ~ : : Ka . WwW — 
. ; toys & ( High Sct Bath, Maine 
nce ~ I t \V OR > I HW ~ . New 0 M ‘ Shafer Hig! 
x I r Hig ! : 
i ~ s “ M s I 
‘ Susan \ High 8 
Robert | H O.G.A. MemMBersuit I New York 
* Ms ; ee < ‘ ais High Scho 
Test > - 
8 Hig fer, H > _ r Taylor, High Rose M Gonza 
< Nl ‘ R N : | 6 - Ra t . Sa feart Acace 
‘ | R ‘ I> Ri eras 
ul M S Lois Bates, Hi 8 ‘ H s 
4 S a | ! 
' < Senior Shorthand 
i Wee , R ; ‘ 
. ‘op S H Set Newark, | Woe k \ Speed Tests 
. 7 . . A 
4 a 8 ka. Hi Gloria Gonzales, Higt Worp §S 
- » How ‘ as = y a 4 Y 
ka Worp S \ R . . “ ; 
Menzies, High Schoo H a ake a's A 
I = " oO Idaho 
s Lack t I Tufts. H h 
: ( ark Cons late ‘ , f Bus ss 
Se ho Dallas, lowa rs : < } Stockto California 
a se B ir, Preset Marjorie Bowen, Hig Junior Shorthand Hope High 
a ' ‘ = “ M S 17 Irontor Ohio 
= k Q . Canada sour ° words 2 ef Spee ests ' - FE ger 
Ma e & Lav rs y an Scho 0.8.c.¢ 
H = I er > r 0 ' Detr 4 Worp Sprep Training Statior Pa 
h La Business Colleg 18 I 
M K MeNair a 
ta 2 words, 1 error I s ft g | 
Senior O.A.1 t D N and, Ma 
- Dame Jr. Coll Mi 
Tests - Sout Dak a 
- . _ words, 1 error Worp SPEer 
High School McePher ratr ia LaFond St Ma lA se I | I 
Kansas Patrick's High Scho ate Conceptior 
; ‘ le Ede i Hig ‘ . Schoo Cherokee lowa 
: School, Madis Wis words, 2 e1 Marilyn Carlstror ‘ 
sir > _ High Schoo 
Marie Cam Higt Woap Srzs . ; ao ol Aledo, Illinots 
Scho. Mechanieville Edward Rafel, Columbia ” : Merlyn Reisch, Dominicar 
e New York Heights High School sows ‘ New Or 
a H Minneapolis, Ming 4 jisiana 
s ~ 84 words. 2 errors e - - Gu High Scho 
MI Martha Hatton, Meadville Worp Sres ingfield. Missour 
Louise Pigg, Queens Co Commercial College Pearl Heath, The Gilbert » H. Hurt, Texas 
ege Charlotte North Ml Penneyivania School, Winsted, Connex Sta ( “ 
Carolina 84 words, 2 errors ticut Denton, Texas 
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BE A REPORTER!” 








This determination starts you on a course of self-imposed hard 


work, but it opens up a full, satisfactory, and interesting life 


By 


\) 5 . t S 
ber sa sary i | 
asses t t t 
ir in Ww mos Ss began the st 
. i St as i t sa 
ig + 1 + st symbols 
i ) \ ] iv t \ V1 succte 
5 ters tab \r as mn 
rst Fa t t 
s an t 
> cs | ’ | Tt 
seen t s ga ind t 
sse< ‘ g ss \ yness 
rt \ ¢ given 
. i\ 
v \ \ Ss ‘ ’ 
t i i i s t i 
’ mut ut ; ire on 
Pre 5 ‘ i t \ a t 
| 
i | Sar 2 vit 
¢ ’ re 
uuntles ss s g > 
’ 1 = . rn ' 
~ Vil x — 
\ t s Sst . i Pp 
> S 1s satis 
S i ba 
S sa ig V1 


ike a ssion yr attractive t 
must sj time in it 
\dequate compensati 1 major cor 
leratio lenurt ra idy market t 
ne's services—is anot l effort to 
vc expended, particularly w respect 
the tax made upon health, is still another 
Hours of labor, tim ff for recreation 
prestige, interest, and scope for enjoyment 
and education, are others not less import 
ant to a full life than the more materialis 
tic elements. The | ession of reporting, 
ipon actual analysis, will not be found 
vanting any of th ssary ments in- 
Ived. Taking nent named, with 
me exceptior liev t iverage rating 
tha ras rtina ‘ <tyy ‘a r thar 





CHARLES LEE SWEM 
Official Shorthand Reporter, New York 
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iverag ating 
Ss ’ 
| ) “ 
stig ankly 
ting is x 
: 
ensa s r 
il ‘ 
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| 7% ine > cs 
H 
, x 
vs i m ta 
- 
1 tony 
i SKI 
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ors a 5 
x \r iiWway 
s sa 
i 
Ica 
. 
\ 5 
, 
S ails surg 
med . . 
aoe fh — 
. aching ¢ 
g 
? \ Like Vis 
tink xperien T 
torious murder tri 
nvolving famous 
*’ lie; > - +} 
ames—litigations th 
+ ' + . 1 ad +} 
erest make ’ 
In patent litigation 
absorbing detail 
inventors who have 
mechanical marvels of 
ind writes, on the 
geniuses in chemistry 
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ive Sul cesstul “ares 
ngineering, or eve: 
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) wn ; 
i MISCIOUS i 


but he works at 


t tor balance 
fort has no equa 
1 mind and th 


predominates to the 
but which are com 


at satishes the needs 


The subject of his 


nett upon Ww 
irdiy be imagine 

ACTIN “ompensat 
is in shortha 


St famous specia 


al operations p 


implest setting of a 


most delicate te 

rain, t art, a 
if 1s a commo 
um to report a 


al, r a spectacuia 


personages or “flashy 
at attract 


the publi 
newspaper headlines 
he hears and records 
labors of 
p ssible the 
he listens 
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vho are today trans 


made 
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Th -ater-Wing Board Minutes 


From the notebook of Pearl Hough 
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to Miss Hough’s Notes 
on Page 33 








g t ause ¢ t t? rice ft camp 
ar Ar * . served that the men hed 
ted ntellectual d er but that defini 
t | 7 } actua reactior among the 
ras told t a Protestant minister of 
st attended one of the camps 
ast a r During a ca ehampionship 
he i, with high-stepping majorettes 
a r ween halves. Suddenly it stopped 
a formed the Jewish Star of 
1, tw lid the Hebrew bh li 
in th pe of a Cross and 
ard Christian Soldiers the enormous crowd 
to ecstatic enthusiasm It was thrilling te 


and the Wing Board was thrilled at the 


‘ \f y 9 } 
‘ ss Hough's notebook! 
; ° ‘ text f m + sually 
Reporter's Departme 
S t t S aS a in 
K LCltv s is ips the most 
gy. ft g r ft meetings 
" ting t Stage D 
and. the \ Ss war services 


You’ ibsolutely right—in 1940 


running boards; in 1941, no gear shift 
in 1942, no gas; in 1943, no tires; in 1944 


beyond the ra of the office s 





of circumstance 
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WHO’S WHO IN SHORTHAND SPEED 


, Detroit Scores Again 


EXAMINER A. A. BOWLE 























~u & 
Betty VW hitefoot F. Roderick West 





Pry WHITEPFOO i ive qualified at the 200 words-a-minut 
t t | e youngest 1, for I feel now that can handle 
Me . ‘ ’ 
' shorthand ters in t United iny position involving the use of short 
States \ the 20 S-a-minute Grege i This conhden is we Na 1, to 
i Me la ss hie iis is t aust R J Ma ean, president SCnOU 
~ n of ing the first student of the Dx mments, “I can easily understand het 
fint t | I il ¢ ge to win iwa Zz this respect x ma shorthand 
= 1 student in the Day S I. As tl ters I have known are always ndering 
r of . iS al i I » UU - s t I tl ey i\ | s T 
: i ire list Miss Whitef t i ge to meet the dema Xact 
oon t \ 5 1 » & Ss aph See i la 
pped s S ind R ‘ sitions that a lt [t 
wn this yea te that n st 
ont H lits - P eo ¢ ‘ : 
wed . a s s wits P 
: te iy lly ve uL i i t y May iy wie ¢ } it 1 Lilell 
ne " at ( g In typing n ibility that comes mm the knowledge of 
a sme is i f§ 79 Da} ensive tra M4 ] re Ss loubt 
, sam i ‘ out it ugh and np know! 
I ; 
school’s official t g tests. 7] nea e of s thand is essential t mplet 
mn a fifteen-n t e test on dif $s the prof ise of the art 
y t previously act l or seen Miss Whitefoot’s interest in the realm of 
ts is cosmopolitar S is aS much 


HER elementary s thand training Miss it home | seback ling as she is handling 
Whitefoot got from t Redford High 1 badminton or tennis racket. Surfboard 


ranks high in her 





ied under stimation as healthful and pleasant exer 
» guidance of Miss Eudora Champlin and cise. In fact, any outdoor sport appeals to 
Mrs, Hedwig Tavlor Then she stepped I Hobbies? Music and writing. Not 
ver to the Detroit Commercial College i bad combination! 

repare for higher shorthand skill, be 

ving her interest lay in this field. That R. F. RODERICK WEST has two 


4) Va right is demonstrated by het outstanding hobbies € is record 
es vess in the Diamond Medal test ing spec accurately at any rate 
\tter winning the Medal. Miss White the speaker throws words at him: tl 

44 ’ ste , 


luot wrote, “I an rtainly glad that | being on time for business engagements 


















My tirst itact with Mr. West,” 


was when I received a letter 


writes 


m him, several years ago, trom Corn 
vall, Englan whic e stated he desired 
t ¢ uur College at the beginning ol 
the Fall semester. He was spending a sun 
I Vacat l n Engla t and ot fils 
birth, tollowing his graduation from the 


in Highland Park, a large and 
ving residential suburb of Detroit 


I sent him the information he requested 
ind he responded promptly, ‘1 shall be 
ere at nin clock th lay school opens 
eady to g work.” He reported at 8:50 
ten minutes early! He said briefly and 

» the point, “Roderick West reporting from 
Cornwall, England.’ Following cordial 
greetings trom students and members of 


the taculty explained that the train 


mm New York was late and so he had 


ad no time tor breakfast. ‘As I wrot 
\ 1 would be here at nine o'clock I had 
torego breaktast.’ He was given time 
gale the inner man and returned to 
~ time Io s first class 
S ir as | i eca he never miuss¢ 
g tu while a student the Col 
xe Whi t yur Way t IKINg 
somet 2 i eck 1 t ) l 1d | 


iave been thorough. This was demonstrated 
by the tact that he won the Diamond Medal 


without having be actively engaged in 
iting shorthand as a profession for a year 
ir more pri to the test. Mr. West is a 


lay-school graduate of the Detroit Com 


mercial College and aiter completing th 


basic course attended the Shorthand 
Reporting School of the College. Upor 
graduation | soon found a position as 
secretary to the head of the Auditing D 


the Ford Mot Company 
ned the ranks of 


aartment 


| 
Following this work he 


he court reporters in the Wayne County 
l‘ederal Circuit and Recorders Court. Fre« 
ance work took him as far sout 

l‘lorida; and his next appointment was that 


4 assistant to the Official Reporter of the 
Seventh Judicial Circuit Court, in Flint, 
Michigan, which job he held for two years 
But during the past year he had been 
iolding an administrative position with the 
lord Motor Company, a position which 
dloes not involve the fessional use of 
shorthand 

\t sports you find him during hot days 
enjoying his favorite—swimming; winter 


finds him engaged in his winter favorite 


skating Bet ° times ¢ manages 


sandwich in several games of exciting te 


Is \ truly try pers Roderick West 


Information Desk 


Concluded from page 10) 





we would suggest “! tals lab 
ulation Technique,” published by Bruce 


Humphries, Inc., Boston 
3. I should like very much to know the correct 
way to write the plural of the proper soun 
“Walsh.” I believe that it should be writtes 
“Walshes,”’ but I know of no exact rule upon 
which to base my opinion.—Z 


singular 
rhis rule, ap i, would, therefore, giv 
the plural of “Walsh” as “Walshes.” 


& Will you please answer the following ques 
tions for me 

1. When using the word Esquire” 
lawyer's name, is it proper to also use 


alter « 
“attorney- 
at-law’’ P 

2. How is a letter addressed to a woman at- 
torney P 

3. Lately I have noticed in reading that certain 
words ending in ‘‘s’’ were given the possessive form 
by adding the apostrophe and ‘‘s Is this correct? 

G. E. McG 

1. As, in this country, the utle, Esquire 


names ol attorneys, t& 


is used only wit 
rney-at-Law would b 
epetitious. Either “Mr. John Holt, At- 
rney-at-Law r “John Holt, 


uld be correct 


id the title iét 


Esquire’ 


2. A woman attorney would be addresse 
ke any other woma The title Attorney 

aw may follow her name. 
\uthorities litter regarding tl 
cthod of torming the possessive of singu 
, 8 s. A simple rule is as 

i Ws 

li a singular noun ends in s or ans 
sound, add an apostrophe and an s if a 


new syllable is tormed in the pronunciatior 
t the possessive 

hoss. boss’s 

tox, fox’s 

Jones, Jones’s 


If, however, the final syllable of the 


riginal word is preceded by an s sound 


mly an apostrophe need be added; as 


hostess, hostess’ 
Frances, Frances’ 
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Artist to the Surgeon 


By MICHAEL SAYERS 
From Friday 
as condensed in Youth Today 
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You Can Do It! 


From “The Friendly Adventurer” 








Tre Garcc Wrirer, Septembe 


Actual Business Letters 


Service Offera 
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His Oceanie Majesty’s Goldfish 
By AUSTIN STRONG 


From the Reader's Digest, as Condensed from The Atlantic Monthly 
Copyright [O44 T he i tlanti« VWonthiy Company 


Reprinted by permission of author and publishers 
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A Timely Warning Against 
Crooked Scehemers 
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Graded Letters 


By CHARLES RADER 
For Use with Chapter One of the Manual 
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Graded Letters 


By CHARLES RADER 
For Use with Chapter Two of the Manual 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Three of the Manual 
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Briefed from the story of one of our “Lovely 
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PRIVATE PURKEY 
> »” 
H. 1. PHILLIT IN LOVE AND WAR 
Copyright 1943, by H. I. Phillips) ¢ 
7 
Repr ca y permission author and publishers—Doubleday, Doran and Company, Inc 
Illustrated by HERBERT ROESI 
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